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 Attachment 1 
 
 

 
APPLICATION CHECKLIST 

 
 
 
The following components and attachments must be completed and submitted with the 
application in the order shown here.  Applications that are missing any of these 
components or attachments will be considered noncompliant and will not be reviewed.   
 
Please note that you are not required to submit the Application Checklist with your 
application.  

Components 
__________ One Signed Original Application 
__________ 6 Copies of the Complete Application 
__________ Application Cover Sheet (Attachment 2) 
__________  Abstract (1-page limit, no form provided)  
__________ Table of Contents (no form provided) 
__________ Target Population and Statement of Need (3-page limit, no form provided) 
__________ Agency Capability (4-page limit, no form provided) 
__________ Project Description (4-page limit, no form provided) 
__________ Scope of Work (no page limit, Attachment 4) 
__________ Budget Detail Worksheet (Attachment 5) 
__________  Budget Justification (2-page limit, no form provided) 

 
  Attachments  

__________ Agency Organization Chart (no form provided) 
__________  Incoming Funds by Source (Attachment 3) 
__________ Letters of Support (2 required) 

      __________ Proof of Nonprofit Status (if applicable, Appendix A or B) 
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  Attachment 2 

APPLICATION COVERSHEET 
 

PROJECTS FOR THE PREVENTION AND CONTROL OF HEPATITIS C  
 

Name of Agency (Legal name as it will appear on the contract) 

      

Mailing Address (Street address, P.O. Box, City, State, Zip Code) 

      

 

Person authorized to act as the contact for this agency in matters regarding this application: 

Printed Name (First, Last): Title: 

            

Telephone number: Fax number: 

(   )       

 

(   )       

Email Address: 

      

Person authorized to obligate this agency in matters regarding this application or the resulting contract: 

Printed Name (First, Last): Title: 

            

Telephone number: Fax number: 

(   )       

 

(   )       

 

Email Address: 

      

Signature of Authorized Representative: Date: 
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  Attachment 3 
 
 

INCOMING FUNDS BY SOURCE  

 
AGENCY NAME: 
 

LIST ALL HCV-RELATED FEDERAL, STATE, LOCAL, AND PRIVATE GRANTS, 
CONTRACTS, AGREEMENTS, AND ALLOCATIONS FOR YOUR AGENCY 

 
Specify Contract or Grant 

and Project Title 

 
Funding Agency Name 

 
Amount of 
Support 

 
Funding 
Period 
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 Attachment 5 

BUDGET DETAIL WORKSHEET 
 

November 1, 2001- October 31, 2002 
 

Personnel 
Position Title and No. of each Salary Rate/Range FTE % Annual Cost   
 $  $   
 $  $   
 $  $   
   Total Personnel $  
      
Fringe Benefits (__ % of Personnel) Total Benefits $  
   
Operating Expenses 

Expense Description Cost    
 $    
 $    
 $    
 Total Operating $  
    
Equipment 
Equipment Description # of Units Unit Cost Total Cost   
  $ $   
  $ $   
  $ $   
 Total Equipment $               0 
    
Travel Total Travel $  
   
Subcontracts 
Name of Subcontractor: 
Personnel Gen. Exp. Travel Subcontracts Indirect Costs Total Cost   
$ $ $ $ $ $   
Name of Subcontractor: 
Personnel Gen. Exp. Travel Subcontracts Indirect Costs Total Cost   
$ $ $ $ $ $   
    
Name of Subcontracted Project (If Subcontractor is unknown):    
 $   
 $   
   
 Total Subcontracts $  

Other Costs 
Item Description Estimated Cost  
 $  
 $  
 Total Other Costs $  
    
Indirect Costs ( XX% of [Enter cost basis] Costs) Total Indirect Costs $  

 Total Costs $  

 
Fill in this chart or use a similar format.  Use as many sheets as are necessary. 

 
Page _ of _ 
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STATEMENT BY DOMESTIC NONPROFIT CORPORATION 

 
Appendix A: Statement by Domestic Nonprofit Corporation (SO-100), dated 
November 1999 can only be viewed or downloaded from the following Internet 
site: http://www.ss.ca.gov/business/corp/pdf/so/corp_so100.pdf  
 
If you do not have Internet access and wish to obtain a copy of this document, 
please contact the Hepatitis C Prevention and Control Unit by phone at (510) 
540-2022 or by email at hepc@dhs.ca.gov.  
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SAMPLE PROOF OF NON-PROFIT STATUS LETTER 

 
 DEPARTMENT OF THE TREASURY 

 
INTERNAL REVENUE SERVICE  
DISTRICT DIRECTOR 
P.O. BOX 2508 
CINCINNATI, OH 45201 
 
Date:   Employer Identification Number:  
  xx-xxxxxxx 

DLN: 
xxxxxxxxx 
Contact Person: 
XXXX XXXXX 
Contact Telephone Number: 
(xxx) xxx-xxxx 
Accounting Period Ending: 
March 31 
Foundation Status Classification: 
170 (b) (1) (A) (vi) 
Advance Ruling Period Begins: 
January 22, 1997 
Advance Ruling Period Ends: 
March 31, 2001 
Addendum Applies: 
None 

Dear Applicant: 
 
 Based on information you supplied, and assuming your operations will be as stated 
in your application for recognition of exemption, we have determined you are exempt 
from federal income tax under section 501(a) of the Internal Revenue Code as an 
organization described in section 501 (c) (3). 
 
 Because you are a newly created organization, we are not now making a final 
determination of your foundation status under section 509 (a) of the Code.  However, we 
have determined that you can reasonably expect to be a publicly supported organization 
described in sections 509 (a) (1) and 170 (b) (1) (A) (vi). 
 
 Accordingly, during an advance ruling period you will be treated as a publicly 
supported organization, and not as a private foundation.  This advance ruling period 
begins and ends on the dates shown above. 
 
 Within 90 days after the end of your advance ruling period, you must send us the 
information needed to determine whether you have met the requirements of the 
applicable support test during the advance ruling period.  If you establish that you have 
been a publicly supported organization, we will classify you as a section 509 (a) (1) or 
509 (a) (2) organization as long as you continue to meet the requirements of the 
applicable support test.  If you do not meet the public support test requirements during 
the advance ruling period, we will classify you as a private foundation for future periods.  
Also, if we classify you as a private foundation, we will treat you as a private foundation 
from your beginning date for purposes of section 507 (d) and 4940. 
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 Grantors and contributors may rely on our determination that you are not a private 
foundation until 90 days after the end of your advance ruling period.  If you send us the 
required information within the 90 days, grantors and contributors may continue to rely on 
the advance determination until we make a final determination of your foundation status. 
 
 If we publish a notice in the Internal Revenue Bulletin stating that we will no longer 
treat you as a publicly supported organization, grantors and contributors may not rely on 
this determination after the date we publish the notice.  In addition, if you lose your status 
as a publicly supported organization, and a grantor or contributor was responsible for, or 
was aware of, the act or failure to act, that resulted in your loss of such status, that 
person may not rely on this determination from the date of the act or failure to act.  Also, 
if a grantor or contributor learned that we had given notice that you would be removed 
from classification as a publicly supported organization, then that person may not rely on 
this determination as of the date he or she acquired such knowledge. 
 
 If you change your sources of support, your purposes, character, or method of 
operation, please let us know so we can consider the effect of the change on your 
exempt status and foundation status.  If you amend your organizational document or 
bylaws, please send us a copy of the amended document or bylaws.  Also, let us know all 
changes in your name or address. 
 
 As of January 1, 1984, you are liable for social security taxes under the Federal 
Insurance Contributions Act of amounts of $100 or more you pay to each of your 
employees during a calendar year.  You are not liable for the tax imposed under the 
Federal Employment Tax Act (FUTA). 
 
 Organizations that are not private foundations are not subject to the private 
foundation excise taxes under Chapter 42 of the Internal Revenue Code. However, you 
are not automatically exempt from other federal excise taxes.  If you have questions 
about excise, employment, or other federal taxes, please let us know. 
 
 Donors may deduct contributions to you as provided in section 170 of the Internal 
Revenue Code.  Bequests, legacies, devises, transfers, or gifts to you or for you use are 
deductible for Federal estate and gift tax purposes if they meet the applicable provisions 
or sections 2055, 2106, and 2522 of the Code. 
 
 Donors may dad-act contributions to you only to the extent that their contributions 
are gifts, with no consideration received.  Ticket purchases and similar payments in 
conjunction with fundraising events may not necessarily qualify as deductible 
contributions, depending on the circumstances.  Revenue Ruling 67-246, published in 
Cumulative Bulletin 1967-2, on page 104, gives guidelines regarding when taxpayers 
may deduct payments for admission to, or other participation in, fundraising activities for 
charity. 
 
 Contributions to you are deductible by donor beginning January 22, 1997. 
 
 You are not required to file Form 990, Return of Organization Exempt From Income 
Tax, if your gross receipts each year are normally $25,000 or less.  If you receive a Form 
990 package in the mail, simply attach the label provided, check the box in the heading to 
indicate that your annual gross receipts are normally $25,000 or less, and sign the return. 
 
 If a return is required, it must be filed by the 15th day of the fifth month after the end 
of your annual accounting period.  A penalty of $20 a day is charged when a return is 
filed late, unless there is a reasonable cause for the delay.  However, the maximum 
penalty charged cannot exceed $10,000 or 5 percent of your gross receipts for the year, 
whichever is less.  For organizations with gross receipts exceeded $1,000,000 in any 
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year, the penalty is $100 per day per return, unless there is a reasonable cause for the 
delay.  The maximum penalty for an organization with gross receipts exceeding 
$1,000,000 shall not exceed $50,000.  This penalty may also be charged if a return is not 
complete.  So, please be sure your return is complete before you file it. 
 
 You are not required to file federal income tax returns unless you are subject to the 
tax on unrelated business income under section 511 of the Code.  If you are subject to 
this tax, you must file an income tax return on Form 990-T, Exempt Organization 
Business Income Tax Return.  In this letter we are not determining whether any of your 
present or proposed activities are unrelated trade or business as defined in section 513 
of the Code. 
 
 You are required to make your annual return available for public inspection for 
three years after the return is due.  You are also required to make available a copy of 
your exemption application, any supporting documents, and this exemption letter.  Failure 
to make these documents available for public inspection may subject you to a penalty of 
$20 per day for each there is a failure to comply (up to a maximum of $10,000 in the case 
of an annual return). 
 
 You need an employer identification number even if you have no employees.  If an 
employer identification number was not entered in your application, we will assign a 
number to you and advise you of it.  Please use that number on all returns you file and in 
all correspondence with the Internal Revue Service. 
 
 If we said in the heading of this letter that an addendum applies, the addendum 
enclosed is an integral part of this letter. 
 
 Because this letter could help us resolve any questions about your exempt status 
and foundation status, you should keep it in your permanent records. 
 
 If you have any questions, please contact the person whose names and telephone 
number are shown in the heading of this letter. 
  
  Sincerely yours, 
 

  District Director 
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INTELLECTUAL PROPERTY RIGHTS 

 
1. Ownership 

 
A. Except where DHS has agreed in a signed writing to accept a license, DHS shall be and 

remain, without additional compensation, the sole owner of any and all rights, title and 
interest in all Intellectual Property, from the moment of creation, whether or not jointly 
conceived, that are made, conceived, derived from, or reduced to practice by Contractor or 
DHS and which result directly or indirectly from this agreement. 

 
B. For the purposes of this agreement, Intellectual Property means recognized protectable 

rights and interest such as: patents, (whether or not issued) copyrights, trademarks, service 
marks, applications for any of the foregoing, inventions, trade secrets, trade dress, logos, 
insignia, color combinations, slogans, moral rights, right of publicity, author’s rights, contract 
and licensing rights, works, mask works, industrial design rights, rights of priority, know how, 
design flows, methodologies, devices, business processes, developments, innovations, 
good will and all other legal rights protecting intangible proprietary information as may exist 
now and/or here after come into existence, and all renewals and extensions, regardless of 
whether those rights arise under the laws of the United States, or any other state, country or 
jurisdiction. 
 
1) For the purposes of the definition of Intellectual Property, “works” means all literary 

works, writings and printed matter including the medium by which they are recorded or 
reproduced, photographs, art work, pictorial and graphic representations and works of a 
similar nature, film, motion pictures, digital images, animation cells, and other 
audiovisual works including positives and negatives thereof, sound recordings, tapes, 
educational materials, interactive videos and any other materials or products created, 
produced, conceptualized and fixed in a tangible medium of expression.  It includes 
preliminary and final products and any materials and information developed for the 
purposes of producing those final products.  Works does not include articles submitted to 
peer review or reference journals or independent research projects. 

 
C. In the performance of this agreement, Contractor will exercise and utilize certain of its 

Intellectual Property in existence prior to the effective date of this agreement.  In addition, 
under this agreement, Contractor may access and utilize certain of DHS’ Intellectual 
Property in existence prior to the effective date of this agreement.  Except as otherwise set 
forth herein, Contractor shall not use any of DHS’ Intellectual Property now existing or 
hereafter existing for any purposes without the prior written permission of DHS.  Except as 
otherwise set forth herein, neither the Contractor nor DHS shall give any ownership 
interest in or rights to its Intellectual Property to the other Party.  If during the term of 
this agreement, Contractor accesses any third-party Intellectual Property that is licensed to 
DHS, Contractor agrees to abide by all license and confidentiality restrictions applicable to 
DHS in the third-party’s license agreement. 
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D. Contractor agrees to cooperate with DHS in establishing or maintaining DHS’ exclusive 
rights in the Intellectual Property, and in assuring DHS’ sole rights against third parties with 
respect to the Intellectual Property.  If the Contractor enters into any agreements or 
subcontracts with other parties in order to perform this agreement, Contractor shall require 
the terms of the agreement(s) to include all Intellectual Property provisions.  Such terms 
must include, but are not limited to, the subcontractor assigning and agreeing to assign to 
DHS all rights, title and interest in Intellectual Property made, conceived, derived from, or 
reduced to practice by the subcontractor, Contractor or DHS and which result directly or 
indirectly from this agreement or any subcontract. 

 
E. Contractor further agrees to assist and cooperate with DHS in all reasonable respects, and 

execute all documents and, subject to reasonable availability, give testimony and take all 
further acts reasonably necessary to acquire, transfer, maintain, and enforce DHS’ 
Intellectual Property rights and interests. 

 
2. Retained Rights / License Rights 

 
A. Except for Intellectual Property made, conceived, derived from, or reduced to practice by 

Contractor or DHS and which result directly or indirectly from this agreement, Contractor 
shall retain title to all of its Intellectual Property to the extent such Intellectual Property is in 
existence prior to the effective date of this agreement.  Contractor hereby grants to DHS, 
without additional compensation, a permanent, non-exclusive, royalty free, paid-up, 
worldwide, irrevocable, perpetual, non-terminable license to use, reproduce, manufacture, 
sell, offer to sell, import, export, modify, publicly and privately display/perform, distribute, and 
dispose Contractor’s Intellectual Property with the right to sublicense through multiple 
layers, for any purpose whatsoever, to the extent it is incorporated in the Intellectual 
Property resulting from this agreement, unless Contractor assigns all rights, title and interest 
in the Intellectual Property as set forth herein. 

 
B. Nothing in this provision shall restrict, limit, or otherwise prevent Contractor from using any 

ideas, concepts, know-how, methodology or techniques related to its performance under this 
agreement, provided that Contractor’s use does not infringe the patent, copyright, trademark 
rights, license or other Intellectual Property rights of DHS or third party, or result in a breach 
or default of any provisions of this Exhibit or result in a breach of any provisions of law 
relating to confidentiality. 

 
3. Copyright 

 
A. Contractor agrees that for purposes of copyright law, all works [as defined in Provision 1, 

Paragraph B1)] of authorship made by or on behalf of Contractor in connection with 
Contractor’s performance of this agreement shall be deemed “works made for hire”.  
Contractor further agrees that the work of each person utilized by Contractor in connection 
with the performance of this agreement will be a “work made for hire,” whether that person is 
an employee of Contractor or that person has entered into an agreement with Contractor to 
perform the work.  Contractor shall enter into a written agreement with any such person that: 
(i) all work performed for Contractor shall be deemed a “work made for hire” under the 
Copyright Act and (ii) that person shall assign all right, title, and interest to DHS to any work 
product made, conceived, derived from, or reduced to practice by Contractor or DHS and 
which result directly or indirectly from this agreement. 
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B. All materials, including, but not limited to, visual works or text, reproduced or distributed 
pursuant to this agreement that include Intellectual Property made, conceived, derived from, 
or reduced to practice by Contractor or DHS and which result directly or indirectly from this 
agreement, shall include DHS’ notice of copyright, which shall read in 3mm or larger 
typeface: “© 2001, State of California, Department of Health Services.  This material may 
not be reproduced or disseminated without prior written permission from the Department of 
Health Services.”  This notice should be placed prominently on the materials and set apart 
from other matter on the page where it appears.  Audio productions shall contain a similar 
audio notice of copyright. 

 
4. Patent Rights 

 
With respect to inventions made by Contractor in the performance of this agreement, which did 
not result from research and development specifically included in the agreement’s scope of 
work, Contractor hereby grants to DHS a license as described under Provision 2 of this exhibit 
for devices or material incorporating, or made through the use of such inventions.  If such 
inventions result from research and development work specifically included within the 
agreement’s scope of work, then Contractor agrees to assign to DHS, without additional 
compensation, all its right, title and interest in and to such inventions and to assist DHS in 
securing United States and foreign patents with respect thereto. 

 
5. Third-Party Intellectual Property 

 
Except as provided herein, Contractor agrees that its performance of this agreement shall not 
be dependent upon or include any Intellectual Property of Contractor or third party without first: 
(i) obtaining DHS’ prior written approval; and (ii) granting to or obtaining for DHS, without 
additional compensation, a license, as described in Provision 2 of this exhibit, for any of 
Contractor’s or third-party’s Intellectual Property in existence prior to the effective date of this 
agreement.  If such a license upon the these terms is unattainable, and DHS determines that 
the Intellectual Property should be included in or is required for Contractor’s performance of this 
agreement, Contractor shall obtain a license under terms acceptable to DHS. 

 
6. Warranties 

 
A. Contractor represents and warrants that: 

 
1) It is free to enter into and fully perform this agreement. 
 
2) It has secured and will secure all rights and licenses necessary for its performance of 

this agreement. 
 
3) Neither Contractor’s performance of this agreement, nor the exercise by either Party of 

the rights granted in this agreement, nor any use, reproduction, manufacture, sale, offer 
to sell, import, export, modification, public and private display/performance, distribution, 
and disposition of the Intellectual Property made, conceived, derived from, or reduced to 
practice by Contractor or DHS and which result directly or indirectly from this agreement 
will infringe upon or violate any Intellectual Property right, non-disclosure obligation, or 
other proprietary right or interest of any third-party or entity now existing under the laws 
of, or hereafter existing or issued by, any state, the United States, or any foreign country.  
There is currently no actual or threatened claim by any such third party based on an 
alleged violation of any such right by Contractor. 

 
4) Neither Contractor’s performance nor any part of its performance will violate the right of 

privacy of, or constitute a libel or slander against any person or entity. 
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5) It has secured and will secure all rights and licenses necessary for Intellectual Property 

including, but not limited to, consents, waivers or releases from all authors of music or 
performances used, and talent (radio, television and motion picture talent), owners of 
any interest in and to real estate, sites, locations, property or props that may be used or 
shown. 

 
6) It has not granted and shall not grant to any person or entity any right that would or 

might derogate, encumber, or interfere with any of the rights granted to DHS in this 
agreement. 

 
7) It has appropriate systems and controls in place to ensure that state funds will not be 

used in the performance of this agreement for the acquisition, operation or maintenance 
of computer software in violation of copyright laws. 

 
8) It has no knowledge of any outstanding claims, licenses or other charges, liens, or 

encumbrances of any kind or nature whatsoever that could affect in any way 
Contractor’s performance of this agreement. 

 
B. DHS MAKES NO WARRANTY THAT THE INTELLECTUAL PROPERTY RESULTING 

FROM THIS AGREEMENT DOES NOT INFRINGE UPON ANY PATENT, TRADEMARK, 
COPYRIGHT OR THE LIKE, NOW EXISTING OR SUBSEQUENTLY ISSUED. 

 
7. Intellectual Property Indemnity 

 
A. Contractor shall indemnify, defend and hold harmless DHS and its licensees and assignees, 

and its officers, directors, employees, agents, representatives, successors, and users of its 
products,  (“Indemnitees”) from and against all claims, actions, damages, losses, liabilities 
(or actions or proceedings with respect to any thereof), whether or not rightful, arising from 
any and all actions or claims by any third party or expenses related thereto (including, but 
not limited to, all legal expenses, court costs, and attorney’s fees incurred in investigating, 
preparing, serving as a witness in, or defending against, any such claim, action, or 
proceeding, commenced or threatened) to which any of the Indemnitees may be subject, 
whether or not Contractor is a party to any pending or threatened litigation, which arise out 
of or are related to (i) the incorrectness or breach of any of the representations, warranties, 
covenants or agreements of Contractor pertaining to Intellectual Property; or (ii) any 
Intellectual Property infringement, or any other type of actual or alleged infringement claim, 
arising out of DHS’ use, reproduction, manufacture, sale, offer to sell, distribution, import, 
export, modification, public and private performance/display, license, and disposition of the 
Intellectual Property made, conceived, derived from, or reduced to practice by Contractor or 
DHS and which result directly or indirectly from this agreement.  This indemnity obligation 
shall apply irrespective of whether the infringement claim is based on a patent, trademark or 
copyright registration that issued after the effective date of this agreement.  DHS reserves 
the right to participate in and/or control, at Contractor’s expense, any such infringement 
action brought against DHS. 
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B. Should any Intellectual Property licensed by the Contractor to DHS under this agreement 
become the subject of an Intellectual Property infringement claim, Contractor will exercise its 
authority reasonably and in good faith to preserve DHS’ right to use the licensed Intellectual 
Property in accordance with this agreement at no expense to DHS.  DHS shall have the 
right to monitor and appear through its own counsel (at Contractor’s expense) in any such 
claim or action.  In the defense or settlement of the claim, Contractor may obtain the right for 
DHS to continue using the licensed Intellectual Property; or, replace or modify the licensed 
Intellectual Property so that the replaced or modified Intellectual Property becomes non-
infringing provided that such replacement or modification is functionally equivalent to the 
original licensed Intellectual Property.  If such remedies are not reasonably available, DHS 
shall be entitled to a refund of all monies paid under this agreement, without restriction or 
limitation of any other rights and remedies available at law or in equity. 

 
C. Contractor agrees that damages alone would be inadequate to compensate DHS for breach 

of any term of this Intellectual Property Exhibit by Contractor.  Contractor acknowledges 
DHS would suffer irreparable harm in the event of such breach and agrees DHS shall be 
entitled to obtain equitable relief, including without limitation an injunction, from a court of 
competent jurisdiction, without restriction or limitation of any other rights and remedies 
available at law or in equity. 

 
8. Federal Funding 

 
In any agreement funded in whole or in part by the federal government, DHS may acquire and 
maintain the Intellectual Property rights, title, and ownership, which results directly or indirectly 
from the agreement; except as provided in 37 Code of Federal Regulations part 401.14; 
however, the federal government shall have a non-exclusive, nontransferable, irrevocable, paid-
up license throughout the world to use, duplicate, or dispose of such Intellectual Property 
throughout the world in any manner for governmental purposes and to have and permit others 
to do so. 

 
9. Survival 

 
The provisions set forth herein shall survive any termination or expiration of this agreement or 
any project schedule. 
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TIPS ON WRITING OBJECTIVES 

 

 
 
The following description is taken from material developed by the Stanford Center for 
Research in Disease Prevention. 
 
Definition of Objectives 
 
Objectives are specific indicators of program goals.  They define the necessary steps 
for reaching a goal.  Objectives state a specific result within an identifiable time frame. 
 
Objectives are "outcomes" of program activities (actions), and should not be confused 
with the activities themselves.  Moreover, objectives should not be confused with goal 
statements which are long-range anticipated results or consequences.  For example, a 
goal to make domestic violence socially unacceptable. 
 
It is important to break project goals into specific objectives so that everyone 
understands clearly what needs to be done, and when.  The assumption is that if each 
objective is achieved, it contributes to the accomplishment of the overall goal. 
 
Developing measurable objectives requires time, systematic thinking, and a through 
understanding of your goals.  The process may seem time-consuming, but will allow for 
smooth implementation and evaluation.  In addition, developing specific, measurable 
objectives allow staff and volunteers to maintain a sharp focus on their commitments, 
and show how activities relate to desired outcomes. 
 
Guidelines for Stating Objectives 
 
The following are some simple questions that each objective statement ought to 
answer: 
 
• What (measurable) change or benefit is expected? 
• Who is expected to change or benefit? 
• How much change or benefit is expected? 
• When is the change or benefit expected to happen? 
 
A helpful rule for writing objectives is that they should be "SMART" 
 

Specific Measurable  Achievable  Reachable Time-bound 
 
These are verbs you can use to help decide whether a sta tement is an objective or not: 
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Objectives      Not Objectives (Activities or Action) 
 
To increase…     To provide… 
To decrease…     To establish… 
To reduce…      To create… 
To change…      To assess… 
 
Examples of Objectives 
 
Here is an example of a poorly-defined objective: 
 
 “To raise community awareness of domestic violence.” 
 
Measurement concerns with this objective include: 
 
• What is awareness—how will you know it when you see it? 
• How is community defined—adults, youth, geographic boundaries, etc.? 
• What does “raise” mean—what is the baseline, and how much improvement is 

anticipated? 
• How will this objective be met—via a media campaign, a school program, etc.? 
• When is the anticipated change supposed to occur? 
 
Here is an example of a well-defined objecti ve: 
 

“At the conclusion of the 2-day relationship skills class, at least 80 percent of the 
junior high school participants will be able to demonstrate nonviolent 
interpersonal skills in role play scenarios.” 
 

This objective tells us that there is a commitment to communicating certain information 
in a specific way to a group of learners, and that the learners will have demonstrated 
acquisition of new information during a certain time period. 
 

Check if your proposed objectives: 
 
_____ Describe problem-related outcomes of the program. 
 
_____ Define the population served. 
 
_____ State the time as to when the objective will be met. 
 
_____ Describe the expected changes in numerical items. 
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Department of Health Services Appendix F 
Travel Reimbursement Information 

Effective November 1, 1999 
 
1. The following rate policy is to be applied for reimbursing the travel expenses of persons under contract. 

 
a. Reimbursement shall be at the rates established for nonrepresented/excluded state employees. 
 
b. Short Term Travel is defined as a 24-hour period, and less than 31 consecutive days, and is at least 50 miles from 

the main office, headquarters or primary residence.  Starting time is whenever a contract employee leaves his or her 
home or headquarters.  "Headquarters" is defined as the place where the contracted personnel spends the largest 
portion of their working time and returns to upon the completion of special assignments. 

 
c. Contractors on travel status for more than one 24-hour period and less than 31 consecutive days may claim a 

fractional part of a period of more than 24 hours.  Consult the chart appearing on page 2 of this exhibit to determine 
the reimbursement allowance.  All lodging must be receipted.  If contractor does not present receipts, lodging will 
not be reimbursed. 
 
(1) Lodging (with receipts): 

 
Travel Location / Area Reimbursement Rate 

Statewide Non-High Cost Area $  84.00 plus tax 

High Cost Areas including the following counties: Alameda, San Francisco, San 
Mateo, Santa Clara and Central and Western Los Angeles (L.A.). 
Central and Western L.A. is the territory bordered by Sunset Blvd. On the north, 
the Pacific Ocean on the West, Imperial Blvd./Freeway 105 on the South and 
Freeways 110, 10, and 101 on the East. 

Central and Western L.A. includes downtown L.A., Englewood, L.A. International 
Airport, Playa del Rey, Venice, Santa Monica, Brentwood, West L.A., Westwood 
Village, Culver City, Beverly Hills, Century City, West Hollywood and Hollywood. 

$110.00 plus tax 

 
Reimbursement for actual lodging expenses exceeding the above amounts may be allowed with the advance 
written approval of the Deputy Director of the Department of Health Service or his or her designee.  Receipts are 
required. 

 
(2) Meal/Supplemental Expenses (with or without receipts):  With receipts, the contractor will be reimbursed actual 

amounts spent up to the maximum. 
 
Meal / Expense  Reimbursement Rate 
Breakfast $ 6.00  

Lunch $ 10.00  

Dinner $ 18.00  

Incidental $ 6.00  
 
d. Out-of-state travel may only be reimbursed if such travel has been stipulated in the contract and has been approved 

in advance by the program with which the contract is held.  For out-or-state travel, contractors may be reimbursed 
actual lodging expenses, supported by a receipt, and may be reimbursed for meals and supplemental expenses for 
each 24-hour period computed at the rates listed in c. (2) above.  For all out-of-state travel, contractors must have 
prior Departmental approval and a budgeted trip authority. 

 
e. In computing allowances for continuous periods of travel of less than 24 hours, consult the chart appearing on page 2 

of this bulletin. 
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f. No meal or lodging expenses will be reimbursed for any period of travel that occurs within normal working hours, 
unless expenses are incurred at least 50 miles from headquarters.  

 
2. If any of the reimbursement rates stated herein are changed by the Department of Personnel Administration, no formal 

contract amendment will be required to incorporate the new rates.  However, DHS shall inform the contractor, in writing, 
of the revised travel reimbursement rates. 

 
3. For transportation expenses, the contractor must retain receipts for parking; taxi, airline, bus, or rail tickets; car rental; 

or any other travel receipts pertaining to each trip for attachment to an invoice as substantiation for reimbursement.  
Reimbursement may be requested for commercial carrier fares; private car mileage; parking fees; bridge tolls; taxi, bus, 
or streetcar fares; and auto rental fees when substantiated by a receipt.  

 
4. Note on use of autos:  If a contractor uses his or her car for transportation, the rate of pay will be 31 cents maximum 

per mile.  If the contractor is a person with a disability who must operate a motor vehicle on official state business and 
who can operate only specially equipped or modified vehicles may claim a rate of 31 cents per mile without certification 
and up to 37 cents per mile with certification.  If a contractor uses his or her car "in lieu of" air fair, the air coach fair will 
be the maximum paid by the State.  The contractor must provide a cost comparison upon request by the state.  
Gasoline and routine automobile repair expenses are not reimbursable. 

 
5. The contractor is required to furnish details surrounding each period of travel.  Travel detail may include, but not be 

limited to: purpose of travel, departure and return times, destination points, miles driven, mode of transportation, etc. 
 
6. Contractors are to consult with the program with which the contract is held to obtain specific invoicing procedures. 
 

Travel Reimbursement Guide  
 

Length of travel period This condition exists… Allowable Meal(s) 

Less than 24 hours Travel begins at 6:00 a.m. or earlier and continues until 
9:00 a.m. or later. 

Breakfast 

Less than 24 hours • Travel period ends at least one hour after the 
regularly scheduled workday ends, or 

• Travel period begins prior to or at 5:00 p.m. and 
continues beyond 7:00 p.m. 

Dinner 

24 hours Travel period is a full 24-hour period determined by the 
time that the travel period begins and ends. 

Breakfast, lunch, and dinner 

Last fractional part of more 
than 24 hours 

Travel period is more than 24 hours and traveler returns 
at or after 8:00 a.m. 

Breakfast 

 Travel period is more than 24 hours and traveler returns 
at or after 2:00 p.m. 

Lunch 

 Travel period is more than 24 hours and traveler returns 
at or after 7:00 p.m. 

Dinner 
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GENERAL TERMS AND CONDITIONS 

 
 
Appendix G: General Terms and Conditions (GTC 201), dated February 20, 2001 
can only be viewed or downloaded from the following Internet site: 
http://www.dgs.ca.gov/contracts  
 
If you do not have Internet access and wish to obtain a copy of this document, 
please contact the Hepatitis C Prevention and Control Unit by phone at (510) 
540-2022 or by email at: hepc@dhs.ca.gov.  
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